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Introduction to Mozilla Thunderbird 1.0

What is Mozilla Thunderbird?

Thunderbird is the newest email application developed by the Mozilla
Organization (Mozilla.org). Mozilla is a ‘not for profit’ community of
software developers who create (Open Source) applications for the
Internet. These applications, including email clients and web browsers,
are developed and then made available for free.

How is Thunderbird different from Netscape 4.7x?

Other than the fact that Thunderbird is approximately four years newer
than Netscape 4.7 and includes many new features, the only major
difference is that Thunderbird is not bundled with a web browser. Itis a
stand-alone email application. When you click on a web link in an email
message it will open in the Windows default web browser.

How is Thunderbird different from Netscape 7?

Netscape 7 was (is) based on the earlier Mozilla 1.7.5 Suite of programs.
It included Email and Web Browsing functionality. As an earlier Mozilla
product it is a direct predecessor to Thunderbird. In addition, now that
AOL owns the Netscape brand, Netscape 7 has AOL programs bundled
with it.

Why use Thunderbird?

NOAA Electronic Messaging Committee recommended NOAA move to
Mozilla Thunderbird after comparing it against Netscape 7 and Microsoft
Outlook.

Reasons for the decision were:

* It was a straightforward Migration from Netscape 4.7, including
archives, filters and mailing list

* Thunderbird allows for the use of any browser, removes problems
with old Netscape 4.7 browser

* Allows for the use of multiple e-mail profiles logged on
simultaneously

* Thunderbird’s familiar layout requires less complicated user training

* Mozilla’s fast response to the very limited number of security
incidents

NOAA CIO Council approved the client recommendation on
February 7, 2005
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Getting started

How to log in to Thunderbird ‘
1. To log in simply double click the Thunderbird icon 2=
located on your desktop. Th{,ﬂnojilr?,ird

2. Thunderbird will then launch and the login window will be displayed.

Mail Server Password Required

@ Enter your password for Doug.Brackett@hgmail.nmfs.noaa.gov:

[] Use Password Manager to remember this password.

3. Enter your email password and click OK.

— We do not recommend using the ‘Password Manager’ feature for Thunderbird.
. The password manager feature is a security risk and it can also lead to
- password confusion.

Toolbars and Menus

.2 B 9 Lo 2 § @&
Get Mail \Write  Address Book Reply Reply all Forward File Junk Print
Get Mail:
% The get mail button will connect your Thunderbird client to your
:___J - .
ot Mai mail server and look for new messages.
Write:
J’ The write button opens a new window where you can compose
Write your email message.

Address Book:
3 Pressing the address book button will open the address book
address Book| Window. You will be able to see your personal email address and
use the NOAA Directory to look up others.
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@
Reply all

Forward

X

Delete

@]

—
(=
=
=

Tip

Reply:

The reply button will open a composition window addressed to the
original sender and including the original text. (The new message
will not include those addresses that were c.c. in the message).

Reply-All:
Reply-All functions the same as the Reply button however the
new message will include all original addressees.

Forward:

The forward button opens a new composition window including
the original text and any attachments but without any of the
original addressees.

Delete:
The delete button will delete the highlighted email message (or
messages). The keyboard delete button has the same function.

Junk:
The junk button will mark the highlighted message as junk (AKA
spam).

The Junk Mail function will not report the selected messages as SPAM to the
NOAA Email administrators. It will only help manage the SPAM messages
you receive. SPAM should still be forwarded to the NOAA Mail Operations
Center (MOC) at Abuse@Noaa.gov .

‘File

\
4
‘ﬁ.]v

Pﬁnt

étop

File:
The File button will allow you to move the selected message(s) to
a new folder.

Print:
The print button will print the highlighted message.

Stop:

The stop button will abort the current event, useful for example if
you want to abort sending a big message, or stop the current
message from downloading.
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Sending and receiving email

How to receive email

When you open Thunderbird and log in it will automatically
connect to the mail server and look for new messages. New email
messages will then be downloaded to your inbox.

Click on the Inbox folder on the left side of the screen and your
mail messages will be displayed to the right.

Thunderbird will check for new mail every 10 minutes by default.
Additionally you can click the Get Mail button to have it check for
new messages immediately.

When new email arrives you will see the new message icon
displayed in the lower right corner of your Windows screen
(next to the time).

How to compose an email
You can compose an email message a number of ways.

* Click the Write icon on the main toolbar. W’?

* Click Message and then select New Message.
* or by using pressing CTRL-M on the keyboard.

The message composition window will then open and you can
begin composing your message.

Addressing an email message

To address a new message simply type the name or email
address of the recipient in one of the recipient lines. The email
address for anyone in the NOAA Directory or your personal
Address book will be searched for automatically. You will then
be presented with the closest matches. Simply click the
appropriate one and press Enter on the keyboard and the email
address will be added to your message.

v To: | -] nmfs-hg Helpdesk <Mmfs-Hq.Helpdesk@noaa.gov>

nmfs-hqg@Noaa.gov
2 Nrafe-Ha Helndeck «hmfs-Ha Helndeck@noaa any
From: | NMFS Help Desk <nmfs-hq.helpdesk@Moaa.gov> - nmfs-hqg.helpdesk@hoaa.gov

<

To: 4] Mmfs-Hg Helpdesk <Nmfs-Hg.Helpdesk@noaa.gov >
Cc: | -] Doug Brackett <Doug.Brackett@noaa.gov>
Cer o |

Subject:

<<
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Changing the Recipient Status

You can change the recipient status From: | NMFS Help Desk <nmfs-hq.help
(To:, cc:, or bec, etc... ) by clicking v 5|
the drop down menu to the left of the o
recipient line and selecting the Bec:
desired recipient type. Reply-To:
Newsgroup:
Followup-To:

The NOAA Directory look up feature can require several seconds to complete
(eXll a search. If you hit the Enter key too quickly, Thunderbird may display

— incorrect information in the recipient line. Be sure to wait for the lookup to
- complete before hitting Enter and verify the address is correct.

Composing the message

Once the new message has been addressed you are ready to
enter a subject, type the content of the message, include an
attachment and then send.

You can compose the body of the message using plain text. You
also have the option of applying advanced formatting for the text
by using the format toolbar.

Body Text  |v| | Variable width v ." R A B 7 URNESR SRR = =
Included is the ability to: R ST
\ Fe j:w lnsev; ngma/l// Ofmn: ani\; nj\p
* Change the font type and size| | oo o -
* Change the color of the text mm—
* Make the text bold, italic, or =
underlined }-Endvmxt v| | variable width vJB-mA|B I U|l:=z& E|=-
Text Text Text Text Text Text Text Text Text Text Text Text Text Text TextText Text Text
(] Create a bu”eted or Text Text Text Text Text Text Text Text Text Text Text Text Text Text TextText Text Text
Text Text Text Text Text Text Text Text Text Text Text Text Text Text TextText Text Text
H Text Text Text Text Text Text Text Text Text Text Text Text Text Text TextText Text Text
n u m b e re d I I _St ‘Text Text Text Text Text Text TextText
) or Indent a Ilne or paragraph ‘Text Text Text Text Text Text Text Text
o Text 1
 Text2

* Text3
| =

* Text5

Text Text Text
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How to use File Attachments:
You can attach a file to your email in one of two ways.

Method 1 — Click the Attach icon on the new
message toolbar, this will open a browse window.

V4
&7 -
Attach
9=}
Lookin: | () Attachments v @& 2 E
My Recent
uuuuuuuu
[
Deskiop
My Documert ts
53
My Computer
@) e .
5
My Network  Files of type: AllFiles v

Navigate to where your

From:  Doug Brackett <Doug.Brackett@Noaa.gov>
v To: | &3]
Subject:

| || Attachments:
%] Attachment 1.txt

file is saved, click it to
select and then click
Open. The attachment
will now be displayed to
the right of your

addresses.

Method 2 — The second method involves browsing to where the
file is saved by using Windows Explorer or My Computer. Then
simply drag the file from the My Computer window and drop it
onto the address line of the new message. The attachment will
now be displayed to the right of your addresses.

o

Qeack - = Seard

ddress | () C:\My Files

File and Folder Tasks 2

& My Network Places

Details v

2
Fle Edt View Inset Format Options
AB|

Tools  Help

Send Contacts Spell

2] Attachment 1.6xt

Z '
—— R.'
v/B-pm A|B I U|:=3 =

rackett<Doug Brackett@noaa gow:

IT Support Home

=.@-
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Reading / Saving File Attachments

When you receive an email that includes a file attachment, or
attachments, they will be displayed at the bottom of the message
in a separate section labeled Attachments.

&. 2 B d R ¥ | X @ =\

: . & . & -
Get Mail Write  AddressBook = Reply Reply all Forward = Delete Junk Print Stop

= Subject: Attachment test

From: Douq Brackett <Douq.Brackett@noaa.qov>
Date: 9:33 AM

To: Doug Brackett

This is a test

Attachments:

Test file.doc

2

To open the attachment(s) simply double click the file name.
Alternatively, if you right click the file you have the option to open
the file, save the file or save all files. Select the option that best
fits your needs.

Attachments:
Test file.doc

5 Open
~ Save As...

Save all... %
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Address Book and Mailing lists

Using the Address Book

To access the address book click the Address icon on the main
toolbar. The directories and address books you have available
are displayed on the left. The contents are displayed on the right.

Click any of the entries on the
right and the details are
displayed at the bottom. To
modify an address book entry
(card) simply double-click it.

............

Creating a mailing list
You must first log into Thunderbird. Then click the Address book
icon on the toolbar. This will open the address book window.

To create a new mailing list click the New List icon on the
Address book toolbar. Alternatively you can click File, then L
select New, then click Mailing List.

Mailing List Enter a name, nickname
Addto:  Personal Address Book | v and a deSCI'Iptlon fOI'
i | your mailing list.

List Mickname:

Description:

T Je email addresses ko add them to the mailing list: Add entrles tO your
= mailing list by typing the

email address on the
lines provided.

—0 To populate your mailing list with entries from the NOAA directory, simply
Q search for the addresses in the NOAA Directory first and then click and drag

- the address to your new mailing list.

Revision date: December 13, 2005
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Drafts and Templates

When writing email messages it may sometimes be necessary to
save the message so that you can work on it later. It may also be
necessary to save a message that you compose frequently so
that you will not need to re-write it each time. This is where Drafts
and Templates come into play.

Creating and using Templates

When you save a message as a Template it can be used over
and over again. In most cases this will be appropriate in any
situation where you may need to go back and either re-send the
message or to send a test message.

To save a message as a Template
Click File, select Save As, and then click Template.
The message will be copied to the Templates folder.

To retrieve a Message Template
1. Click the Templates folder (Located under Inbox or
Local Folders)
2. Double click the appropriate message template
3. Make any necessary changes to the message and then
click Send.

Creating and using Drafts

When you save a draft of a message you are essentially putting
the message on hold until you are ready to send it. Once you
send the Draft message it is removed from the drafts folder.

To save a message as a Draft
Click File, select Save As, and then click Draft.
The message will be copied to the Drafts folder.

To retrieve a Draft Message
1. Click the Drafts folder (Located under Inbox or Local
Folders)
2. Double click the appropriate Draft message
3. Make any necessary changes to the message and then
click Send.

— An email Template can be used over and over again, however a Draft can
(el only be used once. It may be prudent to save a message as a Template

- instead of a Draft so that you do not loose what you have written if you need to
|_ send a test message.

Revision date: December 13, 2005
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Folders and Archives

Using Folders in Thunderbird

In Thunderbird, as in other email applications, you have the ability
to store email messages in folders other than the Inbox. In order
to reduce quota consumption or to archive old messages it may
sometimes be necessary to create local message folders. Using
local folders to store subject specific or date specific email
messages is a great way to un-clutter your inbox.

Creating Message Folders

=& Local Folders

i‘; Unsent Messages
A Drafts

) Templates

°] Sent

2/ Trash

+|_, Doug local mail
+/|_, Help Desk Local Mail

1 ey e
Open in Mew Mail Window

Copy Folder Location
Mark Folder Read

2 Lonelellie New Subfolder...
Rename Folder...
Crmnact Thic Falder

D( New Folder

To create a message folder:

1.

Right Click on the folder you would like
to create the sub-folder under. If you
would like the sub-folder to be at the
top level you would right click on Local
Folders. For this example however
we will right click on Test.

Select New Sub-folder

Type in the name of the new folder
and then confirm what folder it will be
a sub-folder of.

Click OK.

You should now be able to see the
new sub-folder.

K =1 ¢ Local Folders

3 Name:

—= /123

_"_ Unsent Messages
A Drafts

Create as a subfolder of:

Test on Local Folders

| Templates
*] Sent
=/ Trash

4

I Cancel

+, Doug local mail

+

—, Help Desk Local Mail

) Test
123

i)

In this example we created a folder under local, however the
same process can be used to create folder under the Inbox.
Although be careful — any folder created under the inbox will

count towards your quota.

Revision date: December 13, 2005
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Moving and copying messages

Filing Messages
To file a message simply right click it and then select move.

Available folders will appear in a list to the right. Click on the
desired destination folder and the message will be moved.

9 Subject v Sender Date /| Size | B
M Trend Micro Medium Open Message in New Window > Trend Micro Newsletter... 8:10 AM 4KB A
Message from the U .. ° YADM Conrad C. Laute... 2/28{2005 4:27 PM 4KB
#[Fwd: Re: Reminder  Reply to Sender Only .. o StacyBirk 2/28/2005 4:01 PM 1KEB
Additional Briefing ol Reply to all > Eduardo J. Ribas 2/28(2005 12:27...  3KB
You are now subscri Forward > L-Soft list server at U.S... 2{28/2005 12:15... 6KB
Command confirmati Edit As New. .. > L-Soft list server at U.S... 2/28/2005 12:14... 3KB

Mess, UAMM Famend - 1 aibn  5150050RR 1 1.EO e
Travi Move To ‘; Doug.Brackett@Noaa.m 4 Inbox
Microsoft word Trail  Copy To » | &2 nmfs-hq.helpdesk@Noaa.gov »

2/ Trash >

# ) [Fwd: Weekly Updal Label »
Final Distribution For Mark » <&’ Local Folders » ) Drafts
0] Weekly Update Sent
Save As... i
) Templates

Print Preview

pri.

Delete Message ) VIP

Alternately, you can drag the message to the desired folder or
highlight it and select ‘'message’ from the file menu and select a
destination folder from there.

Deleting Messages
Use any of the following methods to delete a single message:

* Press the ‘delete’ key on the keyboard
* Highlight and drag it to trash
* Highlight and click the Delete button on the tool bar

Right-click and select ‘delete message.’

To delete multiple messages:
1. Click the first message
2. Scroll down to the last message
3. Hold down the SHIFT key on the keyboard
4. Click the last message
(while still holding the SHIFT key)

All of the messages between the first and the last
message you clicked will be highlighted.

5. You can then use any of the methods listed above to
delete the selected messages.

Revision date: December 13, 2005
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Searching for messages

In Thunderbird you have a few methods by which you can search
for email messages.

Quick Search Field

The first, and quickest, method to search for email messages is to
use the quick search field above your message display window.

[5. s o oo I
/| Size | B
4KB | ™
4KB
1KB

View: | all hd

@ U “ | Sender Date
> Trend Micro Newsletter... 8:10 AM
> YADM Conrad C. Laute... 2{28{2005 4:27 PM

> Stacy Birk 2/28{2005 4:01 PM

Subject
| Trend Micro Medium Risk Yirus Alert - WORM_BAGLE BE
|Message from the Under Secretary -- Global Earth Observation Plan ...
#)[Fwd: Re: Reminder: MS Word training on Thursday at 1:30 p.m. in 5...

Simply type in either the name of the sender or a word from the
subject line of the email you are looking for and it will search the
current folder (the Inbox for example). Then it will show you the
emails that match the search criteria. To go back to displaying all
the emails simply click the red X in the right corner of the search
field. [

view: Al v | -, broadeast |

@ U Subject
| Travel Management Services
|Early Dismissal - Thursday, February 24, 2005
| AAFEA First Annual Leadership Development And Training Conference

| Administrative Professional Certificate Program

v Sender

=7 broadcast@doc.gov 1
| > broadcast@doc.gov |

> broadcast@doc.gov |
, * broadcast@doc.gov

/| Size

=

3KB |~
4KB
3KB
4KB

2/28/2005 10:37 AM
2{24/2005 2:19 PM
2{15/2005 8:23 AM
2{14/2005 3:32 PM

14 View: Al

@ U__Subject

| Tsunami Warning System Briefing

v Sender
> Announcement@noaa.gov  2/8{2005 1:26 PM
> Announcement@noaa.gov  1/5{2005 11:17 AM

I &, tsunami |

/| Size

8]
1KB
1KB

b e o — — — — — — — —— —

In addition to the Subject and Sender fields, you have the option to search for
elements of the entire message. To do this, simply click the down arrow next
to the magnifying glass icon in the quick search window.

Tip!

Search Messages Method

For a search with more advanced options use the ‘Search
Messages’ option located under the Edit menu. This method will
allow you to search for emails in any of your folders, with any
combination of search criteria. This search criterion includes:
Subject, Sender, Body, Date, Status, To, CC, or age in days.

To access the Search Messages tool simply click Edit, Select
Find, and then click Search Messages. The search tool window
will open. Simply enter the search criteria and click Search. The
results will be displayed on the bottom portion of the window.

Revision date: December 13, 2005
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Other Features

Checking your email Quota

Thunderbird includes a method by which you can check your email
quota consumption percent. (This feature was not present in Netscape

4.7x)
To check your Quota:
1. Right click your Inbox folder.
Folders 2. Select Properties
1 = J_Douiljfackett@Noaa-gov 2 (the folder properties window will
& ;-Irl:( Open in New Mail Window Open)
Dre Copy Folder Location
AG\A Subscribe. .. .
o | Mark Fokder Read 3. Click the Quota tab
: M7 New Folder...
m his Folder
I el 4. Your quota usage and status

) gel  Search Messages... ) . .
2 (% Full) will be displayed.
est

vie Properties

+ c; nmfs-hg.h :
General Information | Offline Sharin Left-Click

Name:  Inbox

Default Character Encoding: | Y, S — N
Properties

| Apply default to all mess:
character encoding setti General Information | OFfline | Sharing | Quota 4

Quota Root: | "user/Doug.Brackett"
Usage: S kof & KB used

Status: 55% Full

When attempting to reduce your email quota consumption, remember that it is
not the number of messages you have, it is the size of the attachments
associated to those messages that will count against your quota. So look out
for the emails with larger files attached and archive or delete them first.

Revision date: December 13, 2005
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Message filters

Thunderbird has a feature that enables you to create message filters that
will look for email based on attributes you set and then perform an action
that you specify. For example you could set a message filter that would
look for email sent by NOAA Announcements and have it moved to a

local folder called Announcements.

To create a new filter:

1. Click Tools

2. Select Message Filters. The
Filter Rules window will open.

3. To make a new filter click the
New button.

P Message Filters

Filters for:  kay@nidelven-it.no

BEx]
v

Enabled filters are run automatically in the order shown below.

Filter Name

Enabled New...

To define the filter rules:

1. Type a name for the filter. (I use "Sales" for this example)

2. Next enter the criteria that the filter will use. This can be almost
any part of the email message. Choose criteria that will be
specific enough to capture the emails you are targeting.

(Click the More button to add additional criteria)

3. Then choose the

Filter Rules

action you would like

IFthername: Sales

11

the filter to perform

For incoming messages that:

o n Ce |t fl n d S a m atCh . () Match all of the following () Match any of the fallowing

This can be anything To
from moving the
message to a new
folder to changing
the priority or
marking it as read.

V| contains

v sales@nidelven-it.no

2

4. When you have set -
the desired options Move to folder: Sales on Local Folders v -~
CI | Ck th e O K b u tto n. Label the message: Important v
Y ou can now see [[] change the priority to: highest v

that what rules you
have available and
which ones are

[] Mark the message as read
[[] Flag the message

[[] Delete the message

3

enabled.

4

[ r—— e

Revision date: December 13, 2005
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Signature files

Signature files are small text files that are attached to the bottom of your
outgoing email. They usually include your name and other contact
information. Follow the steps below to make yourself a signature file.

Step 1 - Make a signature file:

1. Open notepad (or some other text editor)
[Click Start > Select Run > Type notepad > Click OK]

2. Type out the information you would like to include in your
signature.

= Signature File.txt - Notepad Ej@
File Edit Format Yiew Help

poug Brackett (Doug.Brackett@noaa.gov)

Help Desk Manager

NOAA Fisheries HQ Help Desk

(301) 713-2376 x118

http://home. nmfs. noaa. gov/ocioweb/helpdesk /default. shtml

3. Save the file to a location you can easily access (My Documents
for example). Also make sure to save it as a Text file (*.txt).

Step 2 - Attach the signature file to your profile
1. Click Tools, then select Account Settings.

Tools | Help

Address Book Ctri+2
Extensions Account Settings x
Themes

; ~/Doug.Brackett@Noaa.go¥ | account Settings - <Doug.Brackett@Noaa.gov:
Message Filters... Server Settings
Run Filters on Folder Copies & Folders The following information is needed before you can send messages. If you do

not know the information requested, please contact your system administrator
or Internet Service Provider.

Account Mame:  Doug.Brackett@Noaa.gov

Composition & Addressing
Offline & Disk Space
Return Receipts

Junk Mail Contrals. ..
Run Junk Mail Controls on Folder
Delete Mail Marked as Junk in Folder

Security Default Identity
Import... ® nmfs-ha.helpdesk@Noaa.qov | | Each account has an identity, which is the information that other people
JavaScript Console Local Folders see when they read your messages.

Outgoing S SMTP,
Account Settings... tgoing Server (SMTF) Your Name: Doug Brackett
1ONS... Email Address: Doug.Brackett@Noaa.gov

Reply-to Address:

Organization:

Attach this signature:

C:\Documents and Settings\DBracket|My Documents\:

[] Attach my vCard to messages

Add Account... -
Manage Identities. ..

2. Click the profile name where you want to attach your signature.
(Note: You may only have one profile)

3. Check the box labeled, “Attach this signature:” and click the
Choose button

Revision date: December 13, 2005
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4. Browse to where you
saved your signature file
in step 1.

5. Select the file and click
OK.

6. Last, click OK to close
the Profile settings
window.

Look in: | (2 Attachments

)
2

My Recent

Documents

Desktop

My Documents

49

My Computer

@)  Fename

-
My Network  Files of type:

All Files

o
v Cancel

A Compose: (no subject)

File  Edit  Yiew Ogtions  Tools  Help
=] ¢ - o -
Send Contacts Attach  Securit ity Save
From:
= Tolm
Subject:
L] B u

Doug Brackett@noaa gov

o

If you would like to test
the result simply send an
email to yourself.

The signature text will be
displayed at the bottom
of all outgoing email
messages.

Revision date: December 13, 2005
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Junk Mail controls

One of the best features about Thunderbird is the spam (junk)
mail filter. Thunderbird has a built-in Junk Mail filter that can be
adjusted to suit your needs. It may take a week or two to train it
as to what's spam and what's not spam, but it will be worth it.

Setting the Junk Mail controls

To open the settings panel for the spam filter, click Tools and
then select Junk Mail Controls.

You can set the junk mail controls from the Settings tab of the
Junk Mail Controls window.

< Junk Mail Controls B@

Mozilla Thunderbird has several ways to detect junk mail, or unsolicited mail. These controls
evaluate incoming messages and identify those that are most likely to be junk mail. & junk icon is
displayed if the message is identified as junk mail.

Settings | Adaptive Filters | Black Lists

For each mail account, determine what Mozilla Thunderbird should do with messages
identified as junk:

Account: | kay@nidelven-it.no N7
White Lists

Do not mark messages as junk mail if the sender is in my address book:

Personal Address Book | v

Handling

Move incoming messages determined to be junk mail to:

(® "Junk" folder on: | kay@nidelven-it.no v
() Other:
Automatically delete junk messages older than 14 days from this folder

When I manually mark messages as Junk:
(3) Move them to the "Junk" folder
() Delete them

When displaying HTML messages marked as junk, sanitize the HTML

Logqing

View and configure junk mail logging. Junk Mail Log

[ OK l ’ Cancel ]

Junk Mail controls are turned off by default. To enable them click
the Adaptive Filters tab and click the check box next to “Enable
adaptive junk mail detection”
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The junk button

— Thunderbird uses something called "Bayesian

W filtering" in order to learn which messages are spam
and which ones are not. It does this by asking you
to confirm that what it thinks is SPAM, really is.

o Simply click the ‘Junk’ or ‘Not Junk’ buttons when
9 Thunderbird detects a potential junk message. You
Not Junk are in effect training the SPAM filter as you do this.

Within a few weeks the SPAM can get to be around 99% effective,
however your results may vary.

Multiple email profiles

Thunderbird has the ability to display multiple email accounts at
the same time. Once configured you will have the ability to send
and receive emails and perform any standard functions on either
of the accounts. All without having to log out each time.

Setting up multiple accounts is a bit tricky so it is best to contact
the Help Desk (or your local IT support personal) to assist you.
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New Directory Server Interface

What is the NEMS UI?

NEMS Ul (NOAA’s Electronic Messaging System User Interface) is a
new way for NOAA users to change the personal information stored in
their email account. This includes:

* Changing your email password

* Setting a vacation message

* Updating location information

* Searching for detailed information on NOAA employees (Such as

Routing code, Address, Phone number, etc...)

This interface was developed because Thunderbird does not have the
same Directory Server interface as Netscape 4.7 had. This is the only
method for NOAA users to update their own email profile information.

— Please be aware that you will only have permissions to modify your own email

__ profile.
-

How do | access the NEMS Ul site?

1. Open a browser window, such as Internet explorer or Netscape
navigator.

2. In the web address box, type in http://ui.nems.noaa.gov

3. At the security alert prompt window, click yes.

Security Alert
J'?“! Information you exchange with this site cannot be viewed or

changed by others. However, there is a problem with the site's
security certificate.

/N The security certificate was issued by a company you have
not chosen to tust. View the certificate to determine whether
you want to trust the certifying authority.

o The security certificate date is valid.

The security certificate has a valid name matching the name
of the page you are tiying to view.

Do you want to proceed?

Yes I [ No ] [View Certificate
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4. In the middle of the page, you will be prompted for your NOAA LDAP
User ID. This is the same as your email username. For example, if
your email is John.Doe@noaa.gov, your username will be John.Doe.

5. Your NOAA NEMS password is the same as your email password.

To use the user interface, please log in using your NOAA LDAP
userid {e.q. Thomas.K.Murphy) and password:

NOAA LDAP UserlD:
NOAA NEMS Password:

Proceed to login. Once logged in, you should see the following screen.

2 NOAA Enterprise Directory User Interface - Microsoft Internet Explorer

File Edit View Favorites Tools Help

o Al © . i o S 3
@Back > \ﬂ ‘EL] ) ) search ¢ Favorites 6? =) ] ‘ @ ﬁ & 5
v B6o ks '

Address @j https:{fui.nems.noaa.gov/
| noaa enterprise directory user interface admin guide

Find | People v| Query | Subtree NoAA v| [Search | [ Advanced | [ Create |

You are currently logged in as Parissa. Farahifar. Click here to logout.

~

You are using the NOAA Enterprise Directory User Interface

This interface can be used to search for, modify, create, and delete entries in NOAA's Enterprise Directory.

You are currently viewing the Standard Search screen, which provides an easy and convenient way to search the
directory. Enter a name, partial name, or userid in the Query field and click the Search button to quickly locate
directory entries. Use the "' wildcard character to perform substring searches.

The toolbar you see at the top of this window is always available when you are using this interface. In addition to

Standard Search, you can click the other buttons to perform a variety of tasks. To modify a directory entry, first
search for it using Standard or Advanced search option and then click the Edit button within the entry display.

Advanced search. The advanced search capability allows you to specify the type of entry

Advanced
Search you are looking for, where to search, which attributes to return, and what type of matching
you wish to allowy,
New Entry Newi Entry allows you to create new people or group entries in the directory. The ability to
rreate entries in the directangis currenthy limited fo NOA A hail Admine and Directnns ™
2 @ Internet

&
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How to change your email password

1. Once logged in, at the top of the page, under query, enter your own
email User ID, such as John.Doe. Make sure NOAA is selected
under Subtree. Click search.

Find People v Query Subtree NOAA v [Search ] [ Advanced ] [Create]

2. An entry with your name will appear on a separate line. Click your
name.

3. After a few seconds, a separate window will open with your

information.
4 https:/fui.nems.noaa.gov - Ul Display Entry - Microsoft Internet Explorer
File Edit View Favorites Tools Help "
You are currently logged in as Parissa Farahifar. Click here to logout
uid=Parissa.Farahifar,ou=People, o=noaa.qov Raw Display
[ Edit Person ” Show vCard I[ Change Password ” Groups ” Underlings ]
 E—
Contact Information
First Name Parissa
Initials
Last Name Farahifar
Narme Parissa Farahifar
UserlD Parissa.Farahifar
Title
Email Parissa. Farahifar@noaa.gov
Phone (301)713-2372 x129
Mobile
Fax
Pager
Organizational Information
Line Office NMFS
ou HQ
ou1 C1o
ou2
ou3 v
&] S @ Internet

4. At the top of that page, you will find a button in the middle labeled
“Change Password”. Click on it.

5. Enter your new password. Confirm with the same new password and
click “Change Password”. If your password does not pass the DOC
standards, it will not be accepted.

Make sure your password contains at least one numeric and one special
character and is at least 8 characters long.

For more information about how to choose a password, please refer to:
u m— http://www.osec.doc.gov/cio/itmhweb/managing%20your%20passwords.htm

Tip!

It is a good idea to reset your email password every 90 days. It might be
convenient to do it at the same time you reset your Windows NT password.
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6. When your password has been changed, you will get a new screen
with “Modifications” at the top. This means your password was
successfully changed.

You are currently logged in as Parissa.Farahifar. Click here to logout.

Modifications

dn: uid=Parissa.Farahifar,ou=People, o=noaa.gov

changetype: modify

replace: userpassword

userpassword: {SSHA}Dz6gM1KUOdYXsEIvPrOakdm/8/eXyjhv7y00zg==

Display Person ][ Edit Person ][ Close Window

How to set a vacation message
1. Log into the NEMS Ul as in the previous section.

2. At the top of the page, under query, enter your own NOAA LDAP
User ID, such as John.Doe. Make sure NOAA is selected under
Subtree. Click search.

Find | People v Query Subtree NOAA v [Search ] l Advanced ] l Create l

3. An entry with your name will appear on a separate line. Click your
name.

4. After a few seconds, a separate window will open with your
information.

5. At the top of that page, you will find a button on the left labeled “Edit
Person”. Click on it.

You are currently logged in as Doug Brackett. Click here to logout.

vid=Parissa Famhifar,ou=People, o=noaa. gov RawCisplay

I Edit Person ][ Show vCard ][ Change Password H Groups ][ Underlings l

6. If you scroll down, you will find a section called Mail Information.
Click on the “Edit” hyperlink on the left of it. This will enable you to
enter your vacation message and activate it.

ed"' il Information

E-Mail Patissa Farahifari@®noaa gov
Alternate E-Mail Address

Mail Host edit hgmail.nmfs.noaa.gov
Mail Delivery Option edit mailbox | v

Mail Message Store edit mh1

Mail Quota edit 100000000

Mail Forwarding Address edit

Mail Routing Address  edit
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E-Mail
Alternate E-Mail Address

Mail Host

Mail Delivery Option
Mail Message Store
Mail Quota

Mail Forwarding Address
Mail Routing Address
Mail Program Delivery
Disallow Mail Protocal
Mail Access Domain
Mail AutoReply Mode

(14 Mail Information

Parissa Farahifar@noaa gov

ok cancel hgmail.nmfs.noaa.gov

ok cancel mailbox |v|

ok cancel mbl

ok cancel 100000000

ok cancel

ok cancel

ok cancel

ok cancel (pop [imap [smtp [http
ok cancel

ok cancel None v
Hi,

I will be on vacation from 01/01/05 to 01/04/05. I will

try my best to get back to you promptly when I return.
Have a great day!

ok cancel
ok cancel

ok cancel

Under the “Mail AutoReply Mode” field, select “vacation” from the

Under the “Mail AutoReply Text” field, click in the text box to the right

of it and enter your vacation message. Click ok.

Mail AutoReply Text

Vacation Start Date

Vacation End Date
combo box.

Scroll to the bottom of the page and click the “Save Changes” button.

The changes won'’t take effect until you click that button.

10.When your vacation message has been set, you will get a new
screen with “Modifications” at the top. This means your vacation
message is now set.

Q

When you come back from vacation, follow step 1 through 11. For step 11
however, select “off” instead of “vacation” under “Mail AutoReply Mode”.
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How to look up detailed information
1. Log in to the NEMS Ul as described in the section above.

2. Atthe top of the page, under query, enter the user ID of the person
you are researching, such as John.Doe. Make sure NOAA is
selected under Subtree. Click search.

Find People v Query Subtree NOAA v [Search ] [ Advanced ] [Create]

3. An entry with that user’'s name should appear on a separate line.
Click on the user’s name hyperlink.

4. After a few seconds, a separate window will open with his or her
information.

5. Scroll up and down to look for the information you would like to find,
such as phone number, Line Office, OU (Organizational Branch)

You are currently logged in as Doug Brackett. Click here to logout.
uid=Parissa.Famahifar,ou=Feople,0=hoaa. gov RawCisplay
[ Edit Persan ] [ Show vCard ] [ Change Password ] [ Groups ] [ Underlings ]

FirstName Patissa

Initials

LastName Farahifar

Name Patissa Farahifar

UserlD Patissa Farahifar

Title

Email Patissa Farahifan@noaa gov

Phone (301)713-2372 x129

Mabile

Fax

Pager

Line Office NMF3

ou HQ

ou1 CIO

ou2

ous

ou4

ASC

Employee Type Contractor

Manager Bill Bradley

Secretary

See Also

Street Address 1315 East West Highway

P.O.Box
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